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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Maintain Employee Data 
including Deductions 

Sub-Process Identifier: PY-01 

Sub-Process Purpose and Objectives: The Maintain Employee Data including Deductions sub-process establishes new 
hires on the payroll system and provides updates to employee payroll data. 
 
Sub-Process Description: The Maintain Data including Deductions sub-process receives basic employee data from the PA-
01 Personnel Actions sub-process.  Workflow notification for new hire to appropriate agency payroll officer will occur so the 
employee’s payroll status can be established timely.  The agency payroll staff enters new hire payroll data initially to ensure timely 
receipt of first payroll payment.  Employees can update their data online using the employee self-service (ESS) function with email 
notification of changes that require agency attention.  For those employees who require agency staff assistance, a completed and 
signed Forms W-4 and W-5 must be submitted to agency payroll staff before these transactions are processed. 
  
Garnishments are served on agency commissioners.  Payroll receives and processes all other liens.  The liens and garnishments will 
be scanned where received and automatically entered into the system through interface with FileNet.  The system will generate an 
email notification to the employee of the pending lien deduction and a letter answering the court regarding whether the garnishment 
can be honored.  The system will prioritize lien deductions.  There is an administrative processing fee for each garnishment and child 
support deduction. 
 
The agency payroll staff enters the savings bond deduction for a new hire but the employee can make additions, cancellations, and 
changes using the self-service function thereafter.  The employee completes and submits the Lost Bond form to the agency payroll 
staff who submits to the Federal Reserve for processing.  Any change of employee address into the system will prompt the user to 
change the savings bond address, if needed. 
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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Maintain Employee Data 
including Deductions 

Sub-Process Identifier: PY-01 

Sub-Process Trigger(s):  
• New Employee 
• Data changes to existing employee 
• Lien order or release served  
• Lien order or release received 
• Garnishment served on commissioner 
• Employee initiates savings bond deduction transaction 

Key Sub-Process Participants:  
• Agencies 
• Payroll 
• Employee 
• Personnel 
• Third parties such as courts, IRS, and other federal 

agencies 
 

Inputs: 
Input Format Volume/Time Suppliers 

New employee information Paper document/Online 350/pay period Employees/Agencies 
Employee changes Paper document/Online 250/pay period Employees/Agencies 
Direct Deposit authorizations Paper document/Online 500 authorizations/pay period Employees/Agencies 
Lien orders and releases Paper documents 400/pay period Courts/Fed. & State Agencies 
New savings bonds deductions Paper document/Online 20/pay period Employees/Agencies 
Savings bonds cancellations Paper document/Online 15/pay period Employees/Agencies 



 
State of Tennessee 
Project Edison 
 
 

 To Be Process Narrative 10/21/05 PY-1 Page 3 
 

 
Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Maintain Employee Data 
including Deductions 

Sub-Process Identifier: PY-01 

Outputs: 
Output Format Volume/Time Recipients 

Employee master file Database 50,000 active employees ERP users 
New employee data & changes Report 750 records/week ERP users 
Performance Measures Tracked: 

Measure Current Value Target Value 
New Hire establishments and changes entered into the system 
timely to ensure first payment by payday. 

98.5% 100% 

All New Hires are on direct deposit or approved exception 92% 92% 
FICA errors resulting from incorrect retirement code 31 0 
Direct deposit prenote errors 14/ month 14/ month 
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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Maintain Employee Data 
including Deductions 

Sub-Process Identifier: PY-01 

Law, Policy, or Statute That Govern Sub-Process: 
 

Law, Policy, or Statue 
Change Required? 

(Yes/No) 
IRS W-4 and W-5 requirements No 
All new employees are required to have direct deposit per TN Appropriations Bill, Attorney General Opinion 
93-08 and F & A Policy 1. 

No 

Garnishment – CCPA 301-307, TCA 26-2-224, 26-2-222, 23-2-214, & etc. Yes 
Child Support – USC 666, TCA 36-5-501(1)(3)A, & etc. No 
Federal Bankruptcy ACT No 
Tax Levies – IRS Regulations 301.6334 and state law No 
Student Loans – USC 1095 and state law No 
Savings Bond – U. S. Treasury No 
Key Assumptions: 
 

• Flex benefits and deferred compensation will be processed through the Benefits module. 
• TSEA will continue to send a file to upload union due additions and changes. 
• Employees will use the self-service function or if employees are without PC access, the agency payroll officer will enter data. 
• New hire data will need to be entered at the agency level but once employees have access, employees can make changes to 

their personal data and voluntary deductions. 
• A completed and signed Form W-4 & W-5 will be required when the agency payroll officer enters the information.  Otherwise, 

the forms are not needed when the employee enters the information and accepts the online declaration. 
• ESS will be available 24/7. 
• ESS will have a time-out function when user fails to log out.  
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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Maintain Employee Data 
including Deductions 

Sub-Process Identifier: PY-01 

Improvements: 
 

• Employee ID number to be used instead of social security number. 
• All changes made are real-time so that all processes will have access to current information, for example, employee address 

and banking information. 
• Some employee data can be accessed and updated by employees online by utilizing self-service functionality through a web 

browser or kiosk. 
• Payroll remittance advice can be accessed online by utilizing self-service functionality. 
• Capability for employees to donate to more than one charitable agency 
• Capability to enter a voluntary deduction amount with a future effective date. 
• Documents scanned for record retention as opposed to hard copy retention and microfiche. 
• Lien documents scanned resulting in automatic entry into the system.  This transaction triggers an automatic notification to 

employee via email and to courts by letter via US Mail. 
• Edits built to block online and uploads of voluntary deductions for employees in bankruptcy resulting in a reduction of errors 

and compliance with the federal Bankruptcy Act. 
• The state can offer ’EE’ type and ‘I’ type bonds to employees for purchase by payroll deduction. 
• Automatic flag when employee changes address to update savings bond address resulting in a decrease of lost bonds. 
• Email notification generated for confirmation of personal data and all deduction changes. 
• Workflow notification to agency personnel and payroll staff when HR approves new hire and transfer transaction that will 

reduce processing time. 
• Increase direct deposit options to employees. 
• Performing employee communications by email will decrease costs. 
• Eliminate offline payroll, for example, Tennessee National Guard. 
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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Maintain Employee Data 
including Deductions 

Sub-Process Identifier: PY-01 

Change Management Concerns: 
• Employee data entry will move to the employee via self-

service functionality.  This change shifts the responsibility 
from Payroll and the agency payroll staff to participants 
resulting in a cultural impact as Payroll and agency payroll 
staffs accept less control of input. 

 
• Record retention will move from paper and microfiche to 

scanned document. 

Communication Actions: 
• Communicate proposed changes with Payroll and agency 

payroll staff in the fall of 2005.  Continue communicating 
changes in smaller groups until go live. 

• Communicate with department heads and agency budget 
officers regarding increased computers to accommodate 
self-service functions in field offices and scanning 
equipment in agency and field offices. 

• Communicate self-service functionality to state employees 
by pay stub inserts and ERP newsletters beginning 2006. 

• Provide training to employees for self-service functions. 
• Provide training to payroll users. 

 
Eliminated Non-Core Systems:  

• None 
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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Additional Payments 
including Fringe Benefits 

Sub-Process Identifier: PY-02 

Sub-Process Purpose and Objectives: The Additional Payments including Fringe Benefits sub-process includes all 
supplemental payments and fringe benefits. 
Sub-Process Description: The agencies initiate most of the additional payments by entering the data, and date range in the 
case of retroactive payments, into the system.  Recurring payments such as housing allowance, housing fringe benefit, and general 
assembly office expense, etc are entered once.  Department of Personnel approves these transactions.  The support documentation 
is scanned at the agency level.  Some examples of additional payment processing are: 
 

• Legislature processes legislator’s travel through the AP-06 sub-process with rules built to distinguish between taxable and 
non-taxable payments.  This information feeds directly into the employee’s record and W-2 for reporting purposes.  The 
agency enters the Housing fringe benefit one time and Payroll validates and approves the transaction.  Employees submit 
travel logs to agencies monthly for determining commuter car fringe benefit.  The agency scans the travel logs with automatic 
interface entry to the system and Payroll validates and approves for processing the commuter car benefit.  Level V vehicle 
fringe benefits are processed in Payroll once FMV of vehicle and fuel usage are obtained from Fleet Management. 
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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Additional Payments 
including Fringe Benefits 

Sub-Process Identifier: PY-02 

Sub-Process Description: (continued)  
 

• Once separated employees’ timesheets are coded accordingly, workflow notifies the agency staff to begin processing the 
leave balance lump sum payments.  Similar process for deceased employees exists except an original death certificate is 
required before payment processed.  The death certificate is scanned once obtained.  After the agency approves, Department 
of Personnel approves the payment for processing. 

 
• Dual Service contract (generally between higher Ed and state agency) payments are entered at the agency level once the 

contract is approved and payment received by the employing agency from the procuring agency. 
 

• Longevity payments are calculated after three years of service at $100 increments multiplied by the number of years of service 
with a maximum of $2500.  The longevity is paid by separate check on the End of Month (EOM) payroll. 

 
These transactions update Edison for the PY-03 Payroll Process. 
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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Additional Payments 
including Fringe Benefits 

Sub-Process Identifier: PY-02 

Sub-Process Trigger(s):  
• Supplemental and retroactive payments  
• Credit Supplemental to recoup overpayments 
• Separated Employees lump sum leave payments 
• Deceased Employee Payments 
• Reissue requests 
• Flex Refunds 
• Longevity 
• Warrant Advances 
• Dual Service Contracts 
• Sick Leave Bank 
• Fringe Benefits 
• Grievance payments 

Key Sub-Process Participants:  
• Agencies 
• Personnel 
• Payroll 
• Employee 
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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Additional Payments including 
Fringe Benefits 

Sub-Process Identifier: PY-02 

Inputs: 
Input Format Volume/Time Suppliers 

Salary Adjustments Online 55/pay period Agencies 
Sick Leave Bank Online 30/ pay period Agencies 
Board Members Online 10/ pay period Agencies 
Longevity Online 3000/ month DOP 
Longevity Adjustments Online 20/pay period Agencies 
Hours Worked/Shift 
Differential/Overtime in prior pay 
period 

Online 90/pay period Agencies 

Annual & Comp Leave Lump Sum Online 60/pay period Agencies 
Deceased Employee Payments Online 5/pay period Agencies 
Credit Supplemental Online 25/pay period Agencies 
Dual Service Contracts Online 15/pay period Agencies 
Housing Allowance Online 60/pay period Environmental & Conservation 
General Assembly Office Exp. Online 130/month Legislature 
Court Reporters Online 40/month Court Systems 
County Employees Add’l earnings Online 130/month District Attorney and Health 
Military Leave by Executive Order Online 120/month Personnel 
Travel Stipend Online 40/month Comptroller of the Treasury 
Warrant Advances Online 25/pay period Agencies 
Housing Fringe Benefit  Online 60/month Agencies 
Vehicle Fringe Benefit Online 700/month Agencies 
Flex Refunds Online 100/month Insurance 
Monthly longevity Online 25/month Safety 
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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Additional Payments including 
Fringe Benefits 

Sub-Process Identifier: PY-02 

Charge tips Online 65/pay period Environment & Conservation 
Outputs: 

Output Format Volume/Time Recipients 
Reports Online/paper 100/ pay period Agencies, Personnel, Payroll 
Files to payroll process Data base 50,000 active employees  ERP users 
Performance Measures Tracked: 

Measure Current Value Target Value 
Off-cycle payments 60 a month 60 a month 
Additional payment approval or action  processed within 24 hours Not currently tracked 100% 
All separated employee payments processed by the pay period 
following separation date. 

 
Not currently tracked 

 
100% 
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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Additional Payments 
including Fringe Benefits 

Sub-Process Identifier: PY-02 

Law, Policy, or Statute That Govern Sub-Process: 
 

Law, Policy, or Statue 
Change Required? 

(Yes/No) 
Federal and Tennessee labor laws including: FLSA and minimum wage test for credit supplemental No 
Grievances must be paid in 30 days TCA 8-30-28(i) No 
IRS regulations for fringe benefits No 
Dual Service Rule 0620-3-2 No 
F & A Policy 11 on repayment of overpayments No 
Key Assumptions: 
 

• Employee submits travel logs to agencies for determining commuter car fringe benefit. 
• Flex refunds entered in the Benefits module. 
• Military by executive order will be processed each pay period based on specific rules. 
• Once financials are implemented, legislative travel and moving expenses will be processed through travel sub-process of AP, 

determining taxability at the agency when payment processed with an automatic feed to the employee’s W-2. 
• All agencies will be included in ERP; in particular, the non-executive branch will use the timekeeping module. 
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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Additional Payments 
including Fringe Benefits 

Sub-Process Identifier: PY-02 

Improvements: 
 

• Automation of additional payments results in the reduction in the manual input each pay period and of calculation and data 
entry errors. 

• All changes made are real-time so that all modules/users will have access to current information. 
• Fringe benefit indicated on payroll stub and payroll register. 
• Integration of timekeeping, fleet maintenance, and asset management to determine fringe benefit. 
• Accurate allocation of fringe benefits to the correct funding source will occur when employees transfer. 
• Legislative travel and moving expenses will be integrated. 
• Fringe benefits will be processed monthly instead of semi-annually. 
• Workflow notification to agency personnel and payroll staff when employee separates on timesheet will reduce separation-

processing time. 
• All support documentation is scanned. 

Change Management Concerns: 
• Additional payment data entry will move to the agency.  

This change shifts the responsibility for data entry from 
Payroll to agency payroll staff resulting in a cultural impact 
as Payroll accepts less control of input. 

• Employees with state owned vehicles will need to turn in 
their travel logs monthly instead of semi-annually. 

 
 

Communication Actions: 
• Communicate proposed changes with Payroll and agency 

payroll staff in the fall of 2005.  Continue communicating 
changes in smaller groups until go live. 

• Communicate with Department Heads and Agency 
Budget Officers regarding increased resources to 
accommodate additional duties. 

• Provide training to agency payroll and/or personnel staff  
 

Eliminated Non-Core Systems:  
• None 
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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Payroll Process Sub-Process Identifier: PY-03 

Sub-Process Purpose and Objectives: The Payroll Process sub-process includes the simulation and final payroll 
processing including off-cycle payments. 
Sub-Process Description:  The payroll process will run before payday with an off-cycle run after payday.  The PY-01 
Maintain Employee Data, PY-02 Additional Payment, PY-04 Payment Replacement, PY-05 Payment Reversal, and TL-02 Time and 
Leave Accounting sub-processes will update in Edison plus all third party interfaces will process before the first simulation run.  
Reports are generated and reviewed by the Agency, Department of Personnel, and Payroll.  Errors are identified and corrected, and 
multiple simulation runs are processed until all errors are corrected.  The final payroll run is processed resulting in the creation of 1) 
the ACH file which is sent to Treasury, 2) payroll checks that are mailed to employees, 3) interface files, and 4) reports and payroll 
registers.  E-mail notification is generated to all employees of payroll remittance online availability.  Agencies identify errors and 
initiate corrections for the next payroll run. 
 
Payroll transactions, which include third party payments, will post to financials.  Payroll reconciles the payroll and third party posting 
and makes corrections, as needed.  Tax deposits are processed through AP-07 ACH Debit Transactions.  The savings bond and 
deferred compensation wires are processed through AP-07 ACH Debit for wire transactions.  The remaining third party payments 
such as liens, charity fund, TSEA dues and disability, etc are processed through AP-02 Payment Processing and AP-07 
Disbursements.  Division of Accounts distributes the warrants to Payroll who mails them. 
 
 
Sub-Process Trigger(s):  

• Payroll Calendar  
• Need for Off-cycle 

Key Sub-Process Participants:  
• Agencies 
• Personnel 
• Payroll 
• Employee 
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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Payroll Process Sub-Process Identifier: PY-03 

Inputs: 
Input Format Volume/Time Suppliers 

New  and Updated Employee data & 
deductions 

Online 1500/pay period Employee/Agencies 

Additional payment data including 
Longevity payments 

Online 400/pay period & 3000 
longevity/month 

Agencies 

Union Dues  Electronic 25 TSEA/pay period TSEA 
Benefits data including employee 
insurance deductions 

Online 2000 deduction additions or 
changes/pay period 
400 deferred comp/pay period 
25 FLEX/pay period 

Insurance/Benefit Module 

Timekeeping Electronic 50,000 records/pay period Timekeeping Module 
Outputs: 

Output Format Volume/Time Recipients 
Paychecks Paper format 4,000/pay period Employee 
Direct Deposit and Advice Electronic 46,000/pay period Treasury and Employee 
Direct Deposit for Credit Unions Electronic 10,000/pay period Credit Unions 
Longevity payments Paper/electronic 3,000/month Employee 
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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Payroll Process Sub-Process Identifier: PY-03 
Employee benefit deductions Electronic 41,000 Health/month 

20,000 Dental/month 
10,000 Optional life/month 
5,000 Universal life/month 
21,000 Accidental/month 
500 Perma Plan/month 
30,000 Deferred Comp/pay 
period 
4,800 Flex/pay period 
 

Insurance and Benefit Module 

Deduction Remittance Reports  Electronic/paper 25 each pay period Vendors 
Payroll Registers and JVs Electronic/paper 1/pay period/55 agencies Agencies, Personnel, Payroll 
Reports Online/paper 100/ pay period Agencies, Personnel, Payroll 
Performance Measures Tracked: 

Measure Current Value Target Value 
Liens processed accurately and timely in accordance with federal and 
state law and regulations 

78% 100% 

Errors requiring W-2Cs 112 100 
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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Payroll Process Sub-Process Identifier: PY-03 

Law, Policy, or Statute That Govern Sub-Process: 
 

Law, Policy, or Statue 
Change Required? 

(Yes/No) 
Payroll must be approved by Commissioner of Personnel TCA 8-30-202(d) & Rule 1120-2-.15 Yes 
IRS regulations for 401K limits, taxes, fringe benefits, etc. No 
FLSA and minimum wage requirements No 
F & A Policy 11 on repayment of overpayments No 
Key Assumptions: 
 

• Current credit union deductions will be processed as a second direct deposit account instead of as a payroll deduction 
eliminating the liability payments each pay period. 

• Remittance advice will no longer be mailed but available on-line through employee self-service with employee notification by 
email. 

Improvements: 
 

• All changes made are real-time so that all processes/users will have access to current information. 
• Combination edits to ensure FICA is correct (for example, appointment code and retirement code are correct). 
• Combination edits to ensure that part-time employee’s retirement code is correct.  Edits to avoid incorrect retirement code 

when part-time employee becomes full-time. 
• Mid-cycle pre-note so that employee’s first payment can be direct deposit. 
• The life insurance and health premium will show as separate deductions on the pay stub and register. 
• Employees may receive email notification of payroll payment availability. 
• Payroll simulations will run to preview payroll calculation results. 
• Replacing the current offline payroll for Tennessee National Guard with standard processing. 
• Standard and ad-hoc audit reports to identify critical HR actions. 
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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Payroll Process Sub-Process Identifier: PY-03 

Change Management Concerns: 
• One payroll run with multiple simulation runs instead of 

the current two (main and special) runs.  Agencies will 
have the ability to correct errors up to the afternoon 
payroll processes instead of being locked out two days 
before main run.  Requires more attention to error 
correction before the run instead of after.  Errors identified 
after the run will be corrected with an off-cycle run after 
payday. 

 

Communication Actions: 
• Communicate proposed changes with Payroll and agency 

payroll staff in the fall of 2005.  Continue communicating 
changes in smaller groups until go live. 

• Communicate with department heads and agency budget 
officers regarding increased resources to accommodate 
increased data entry in agency/field offices and scanning 
equipment in agency and field offices. 

• Provide training to agency payroll staff. 
 

Eliminated Non-Core Systems:  
• None 
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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Payment Replacement Sub-Process Identifier: PY-04 

Sub-Process Purpose and Objectives: The Payment Replacement sub-process provides a payment for employees who 
have lost a check or whose direct deposit rejected. 
 
Sub-Process Description: The Payment Replacement sub-process provides replacement of lost checks and direct deposit 
rejections.  Once the employee notifies the agency of non-receipt of their payroll check, the agency determines whether the check has 
been cashed.  If it has been cashed, forgery procedures are followed.  If the check has not been cashed, the agency payroll officer 
enters a stop payment and the replacement check number.  Payroll approves the replacement, Edison updates and the replacement 
check is processed when either a regular or an off-cycle payroll runs.  The check is routed to payroll for validation and to the agency 
for distribution to the employee. Occasionally, the employee may receive the check while the replacement is processing.  The agency 
can reverse the stop payment and cancel the replacement request.  
 
Edison will notify of any direct deposit rejects due to account closed or incorrect bank routing or account number.  Payroll will enter 
the check number, as a replacement for the direct deposit and the payroll check will be processed on the next payroll run.  The payroll 
check is routed to Payroll for validation and to the agency for distribution to the employee. 
 
Sub-Process Trigger(s):  

• Lost Paycheck 
• Returned direct deposit 

Key Sub-Process Participants:  
• Agencies 
• Payroll 
• Employee 
• Treasury 

 
Inputs: 

Input Format Volume/Time Suppliers 
Stop payment  Online 20/4500 pay period Agencies 
Replacement Check Number Online 20/pay period Agencies 
Rejected Direct Deposit Online 15/pay period Treasury 
Employee Data Correction Online 35/pay period Employee/Agencies 
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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Payment Replacement Sub-Process Identifier: PY-04 

Outputs: 
Output Format Volume/Time Recipients 

Replacement Check Paper 35/pay period Employee 
Lost Check Notification Email 20/pay period Treasury 
Updated employee record Database 35/pay period Employee 
Reports Electronic/paper 35/pay period Agencies/Payroll 
Performance Measures Tracked: 

Measure Current Value Target Value 
Returned direct deposits 15/pay period 15/pay period 
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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Payment Replacement Sub-Process Identifier: PY-04 

Law, Policy, or Statute That Govern Sub-Process: 
 

Law, Policy, or Statue 
Change Required? 

(Yes/No) 
None  
Key Assumptions: None 
 
Improvements: 

• Automation of replacement payments. 
• Reports available for research purposes. 

Change Management Concerns: 
• Check replacement processing will move to the agency.  

The change shifts the responsibility from Payroll to the 
agency payroll staff.  Employee data entry such as 
banking information and address changes will move to the 
employee via self-service functionality.  This change shifts 
the responsibility for data from Payroll and agency payroll 
staff to participants resulting in a cultural impact as Payroll 
and agency payroll staff accept less control of input. 

 
 

Communication Actions: 
• Communicate proposed changes with Payroll and agency 

payroll staff in the fall of 2005.  Continue communicating 
changes in smaller groups until go live. 

• Communicate with Department Heads and Agency 
Budget Officers regarding increased computers to 
accommodate self-service functions in field offices and 
need for additional resources as a result in additional data 
entry duties of agency staff. 

• Communicate self-service functionality to state employees 
by pay stub inserts and ERP newsletters beginning 2006. 

• Provide training to employees for self-service functions 
and agency staff. 

 
Eliminated Non-Core Systems:  

• None 
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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Payment Reversal Sub-Process Identifier: PY-05 

Sub-Process Purpose and Objectives: The Payment Reversal sub-process provides for the cancellation of an existing 
payment. 
Sub-Process Description: Errors are identified after a payroll run.  The agency determines whether the check or direct 
deposit can be retrieved.  If the check or direct deposit cannot be recovered, an accounts receivable is created in Edison for 
overpayment collection processing.  If the original payment can be retrieved, the agency enters the employee ID and check or direct 
deposit number to be reversed.  Payroll approves the transaction for processing during the next payroll run.  Once the original check 
is received, the cancellation process is completed at AR-03 Deposits. 
 
Sub-Process Trigger(s):  

• Errors identified after payroll process 
Key Sub-Process Participants:  

• Agencies 
• Payroll 
• Employee 
• Personnel 

 
Inputs: 

Input Format Volume/Time Suppliers 
Stop payment  Online 10/4500 pay period Agencies 
Cancellations Online 15/pay period Agencies 
Employee Data Correction Online 15/pay period Agencies 
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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Payment Reversal Sub-Process Identifier: PY-05 

Outputs: 
Output Format Volume/Time Recipients 

Replacement Check Paper 10/pay period Employee 
Direct Deposit Cancellations Fax 5/pay period Treasury 
Updated employee record Database 15/pay period Agency 
Reports Electronic/paper 95/pay period Agencies/Payroll 
Performance Measures Tracked: 

Measure Current Value Target Value 
Overpayments per year 175 175 
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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Payment Reversal Sub-Process Identifier: PY-05 

Law, Policy, or Statute That Govern Sub-Process: 
 

Law, Policy, or Statue 
Change Required? 

(Yes/No) 
F & A Policy 11 Repayment of Wage Overpayments Yes 
Fair Labor Standards Act Minimum Wage Test No 
Key Assumptions: 
 

• Account Receivable for wage overpayments may increase due to the decrease in labor-intensive recoupment process. 
• Recovery of wage overpayment next pay period.  Automatic email notification to employee of reduction in wages for next 

payment to recoup overpayment in current pay period. 
Improvements: 
 

• Automation of payment reversal. 
• Automated retroactive calculation of overpayment with recovery rules in system and repayment schedule set up by payroll. 

 
Change Management Concerns: 

• Smaller window of time for recalling ACH due to error.  
Reduction in time for checking simulation outputs before 
ACH file released from clearinghouse bank to employee’s 
bank 

Communication Actions: 
• Communicate proposed changes with Payroll and agency 

payroll staff in the fall of 2005.  Continue communicating 
changes in smaller groups until go live. 

 
Eliminated Non-Core Systems:  

• None 
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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Reporting Sub-Process Identifier: PY-06 

Sub-Process Purpose and Objectives: The Reporting sub-process consists of quarterly IRS and Unemployment 
Compensation (UEC) reporting, year-end processing for W-2s and corrections, and year-end reporting to IRS and the Social Security 
Administration (SSA). 
Sub-Process Description: The Reporting sub-process consists of quarterly IRS and Unemployment Compensation (UEC) 
reporting, year-end processing for W-2s and corrections, and year-end reporting to IRS and the Social Security Administration (SSA). 
 
Quarterly 
 
Payroll adjusts employee payroll records as errors or situations arise.  At quarter end, adjustments made that impact a prior year 
require the creation of a W2C for each employee.  A W3C and 941C are generated.  The current year payroll data is generated; 
payroll validates the information, and generates a 941 including the 941C information.  If a refund is due, the quarterly reports are 
mailed and a receivable is processed in AR-02 Create Receivable.  Once the refund is received, it is processed in AR-02 Deposits.  If 
a payment is due, the payment amount is called into the IRS and processed in AP-02 Payment Processing. 
 
The Unemployment Compensation file is generated and transmitted to the Department of Labor and Workforce Development by 
required deadline. 
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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Reporting Sub-Process Identifier: PY-06 

Sub-Process Description: (Continued) 
 
Year-End and W-2 
 
Certain online data populates a specific box on the W-2.  Various agencies enter the data, for example, Environmental and 
Conservation will enter allocated tips, legislature will enter taxable and non-taxable travel through AP-06 Travel once financials are 
running or as an excel spreadsheet during the transition, or  Division of Insurance enters the dependant care subsidy.  Perma Plan file 
is received from a third party and uploaded.  Payroll enters payroll record corrections and reviews year-end reports until the final run.  
Once the final year-end programs process, year-end reports, W-2s, and the Social Security Administration file and SSA verification 
report are generated. 
 
W-2s are available electronically at the employee’s request and/or mailed by the 1/31 IRS deadline.  If employee identifies a W-2 
error, the agency investigates the error, payroll corrects the error, and generates a W2C either electronically or hard copy at the 
employee’s request.  The employee can request a duplicate W-2 via ESS. 
 
Once year-end reports are generated the 945 is completed using information from Accounts, Labor and Workforce Development and 
Treasury.  If a refund is due, the 945 is mailed and a receivable is processed in AR-02 Create Receivable.  Once the refund is 
received, it is processed in AR-02 Deposits.  If a payment is due, the payment amount is called into the IRS and processed in AP-02 
Payment Processing.  The SSA Verification Report, payroll and financial reports are reviewed and the SSA file is transmitted. 
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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Reporting Sub-Process Identifier: PY-06 

Sub-Process Trigger(s):  
• Quarterly ends 
• Current Year payroll changes 
 

Key Sub-Process Participants:  
• Agencies 
• Payroll 
• Treasury 
• Accounts 
• Labor & Workforce Development 
• IRS 
• SSA 
• Third Party 

 
Inputs: 

Input Format Volume/Time Suppliers 
Payroll Record Changes  Online 40/quarter Payroll 
Payroll data Database 55,000 active & inactive 

employees/year 
Payroll 

Allocated tips Online 20 employees/year Environment & Conservation 
Dependant Care Subsidy Spreadsheet 40 employees/year F & A Insurance 
Perma Plan File 550 employee/year Insurance Company 
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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Reporting Sub-Process Identifier: PY-06 

Outputs: 
Output Format Volume/Time Recipients 

941 and 941C Paper 1/quarter IRS 
Quarterly Reports Paper/electronic 5/quarter Payroll 
UEC File File 1/quarter Labor & Workforce 

Development 
Refund Payment Warrant Up to 4/year State 
W-2s Paper/electronic 55,000/year Employee 
Year end reports Paper/electronic 15 reports/year Payroll/Agencies 
Year end SSA report Paper/File 1/year due 2/28 SSA 
    
Performance Measures Tracked: 

Measure Current Value Target Value 
W2C/W2 ratio 112/55,000; .2% .2% 
Meet reporting deadlines to external entities & employees 100% 100% 
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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Reporting Sub-Process Identifier: PY-06 

Law, Policy, or Statute That Govern Sub-Process: 
 

Law, Policy, or Statue 
Change Required? 

(Yes/No) 
IRS code and regulations No 
SSA requirements No 
Key Assumptions: 
 

• We will continue to need a legislative taxable and non-taxable travel file until the AP Travel module is implemented. 
• We will have the capability to send a W-2C file instead of paper copies with the 941C to the IRS each quarter. 

Improvements: 
 

• Labor & Workforce Development needs UEC reporting by location. 
• Consolidation of year-end reports for W-2 reconciliation purposes 
• Ability to limit annual deferred compensation contributions by specified dollar amount or percentage of total annual wages. 
• Allow employees to obtain initial W-2 & duplicate W-2s online. 
• UEC reporting by file transmission only eliminating manual completion of agency UEC forms. 
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Process Name: Payroll Process Identifier: PY 

Sub-Process Name: Reporting Sub-Process Identifier: PY-06 

Change Management Concerns: 
• Employee can obtain initial W-2 and request duplicate W-

2s via self-service functionality.  This change shifts the 
responsibility from Payroll and the agency payroll staff to 
participants resulting in a cultural impact as Payroll and 
agency payroll staff accept less control of input. 

Communication Actions: 
• Communicate proposed changes with Payroll and agency 

payroll staff in the fall of 2005.  Continue communicating 
changes in smaller groups until go live. 

• Communicate with department heads and agency budget 
officers regarding increased computers to accommodate 
self-service functions in field offices and scanning 
equipment in agency and field offices. 

• Communicate self-service functionality and pay cards to 
state employees by pay stub inserts and ERP newsletters 
beginning 2006. 

• Provide training to employees for self-service functions. 
Eliminated Non-Core Systems:  

• None 
 
 




